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How to Make Reservations when Staying in a Hotel for a Conference 

This document covers three different scenarios explaining the procedure to make hotel 
reservations if you are staying at a hotel for a conference. 

A. Hotel appears in the reservation module. 
B. Hotel does not come up in the reservation module. 
C. Reservation has been booked outside of DTS and the CTO needs to be notified 

about the conference to assist in the CTO quality control process. 

Scenario A 
1. Once you have created the trip overview select “Lodging”. 

2. 	 In the “Required Search Criteria” section, select the “Select by hotel name” option. 
Enter the name of the hotel where the conference is located in the “Hotel Name” 
field. If the “City” field is automatically populated with a military base, you will need 
to change this to the city where the hotel is located.  Then select “Search 
Accommodations”.  
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3. 	 If the hotel where the conference is located appears in the list in DTS, choose that 
hotel by clicking the “Hotel Info & Pricing” button next to the correct hotel. If the 

4. 

hotel you are searching for does not appear on the list, please skip to Scenario B. 

After the accommodation has been selected, go to the “If necessary, add comments to 
travel agent” field and enter your comments. Acknowledge that you are staying at the 
hotel for a conference, reference the conference name and any discount codes that 
may be associated with the conference. Then click “Save Selected Accommodations”. 
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5. Note: The comments have been in DTS saved. 
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Scenario B 

1. 	 If the hotel where the conference is located is not in DTS you will receive following 
message. Click on “Request Assistance in Booking Lodging”. 

2. 	 Enter your request in the “If necessary, add comments to the travel agent” field.  Then 
click “Save Selected Accommodations”. Make sure to include the Hotel name and 
address, conference name and discount code. 
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Scenario C 

If the reservation has been made outside of DTS, the CTO must be notified. This needs to 
be done to assist in the CTOs quality control process.  

1. Once you have created the trip overview select “Lodging”.  

2. 	 In the “Required Search Criteria” section, select the “Select by hotel name” option. In 
the “Hotel Name” field enter the name of the hotel where conference is located. If the 
“City” field is automatically populated with a military base, you will need to change 
this to the city where the hotel is located.  Then select “Search Accommodations.” 
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3. 	 When the results are received, scroll to the end of the hotel choices and click on 
“Request Assistance in Booking Lodging”. (Do not select “Hotel Info & Pricing”.) 

4. 	 Then enter your reservation information in the “If necessary, add comments to the 
travel agent” field.  Select “Save Selected Accommodations”. Make sure to include 
the Hotel name and address, conference name and discount code. 
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